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The purpose of this study was to develop a guide by which Western
Washington school districts might prepare themselves to handle an
emergency.

To accomplish this purpose a review of current literature and

research regarding emergency preparations was conducted.

Additionally,

emergency preparation guides and materials were obtained from selected
schools, school districts, institutions of higher education, and government
agencies. The guide was intended for use by the Montesano, Washington
School District.
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CHAPTER 1
Background of the Project

lotroductjon
"It shall be the responsibility of school district boards of
directors to provide for the instruction of pupils and develop specific
plans and procedures for the sudden evacuation of a school building."
(WAC 180-41-015, Common School Manual, State of Washington, 1993)
In the above statement the Washington State Legislature has made it
clear that preparations for school emergencies are essential.

Parents have a

natural concern, and hence, an expectation that their children will be safe
and cared for.

Besides preparing for natural disasters, we must also prepare

for many other contingencies caused by mankind.
Caldron (1993) has cautioned school districts that preparation is the
path to follow in order to avoid absolute disaster. In fact, school districts
are required by law to have a preparation plan for emergencies.
there is no funding provided by the state to this end.
available, but are limited.

However,

Federal funds may be

Private grants could provide another funding

source, but they require time and effort.

The need for a school district

Emergency Preparation Guide as stated by Caldron (1993), "You can't let
down your guard.

You must constantly move forward with your crisis

management plan."
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Purpose of the Project
The purpose of this study was to develop a guide by which Western
Washington school districts might prepare themselves to handle an
emergency.

To accomplish this purpose, a review of current literature and

research regarding emergency preparations was conducted.

Additionally,

emergency preparation guides and materials were obtained from selected
schools, school districts, institutions of higher education, and government
agencies. The guide was intended for use by the Montesano, Washington,
School District.
Limitations of the Study
For purposes of clarification and focus, project limitations included:
1. SCOPE: The project was intended for use by the Montesano,
Washington, School District.
2. TARGET POPULATION: The intended target population included all
students, P-12, enrolled in the Montesano, Washington, School
District.
3. RESEARCH: The preponderance of research and literature was
limited to research conducted within the last ten years.
Additionally, selected institutions, schools, school districts,
institutes of higher education, and government agencies were
contacted and invited to submit information descriptive of
their emergency preparation plans.
4. TIME:

The project has been scheduled for implementation during

the 1994-1995 school year at the Montesano School District.

A

field test was successfully conducted on 13 April, 1994 (See
Appendix A). An additional test has been scheduled for 2 June, 1994.
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Definition of Terms
Significant terms used in the context of this study have been defined
as follows:
1. Emergency: An unexpected situation or sudden occurrence of a
serious and urgent nature that demands immediate action.
situation threatens students and/or staff well being.

The

This

requires ICS systems, or parts, to be put into action. (The
American Heritage Dictionary, 1992)
2. Emergency Preparation Guide (EPG): A written series of plans of
emergency responses, preparations, responsibilities, and job
descriptions. (Grays Harbor Earthquake Plan, 1991)
3. Emergency Operations Center (EOC): Single location for central
command and/or services, location of incident and/or site
commander.

(Grays Harbor Earthquake Plan, 1991)

4. Federal Emergency Management Agency (FEMA): U.S. Government
agency responsible for coordination of all federal, and other,
relief

efforts.

5. Incident Commander: The one person who has overall
responsibility and authority for a series of occurrences and/or
locations. This person is usually the superintendent of schools.
(Grays Harbor Earthquake Plan, 1991)
6. Incident Command System (ICS): A military-like chain of
command where the Incident Commander is over the Site
Commander, etc. See charts.

(Grays Harbor Earthquake Plan, 1991)

7. Site Commander: The one person who has overall responsibility
and authority, usually the principal, at a given campus or location.
(Grays Harbor Earthquake Plan, 1991)
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CHAPTER 2
Review of Related Literature

Introduction
The review of literature and research summarized in Chapter Two
has been organized to address:
1.

School Emergency Preparation Background Information

2.

Legal Implications and Liability:

3.

Information Obtained from Selected School Districts' Emergency
Preparation Plans

4.

What School Administrators Should Know about Emergency Plans

5. Summary

,

Data current primarily within the past ten (10) years ~d,entified
through Educational Resource Information Centers (ERIC) computer search.
A hand search of various other sources was also conducted. ~.)

>;
,'

'
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School Emergency Preparation
Background Information
Agron (1994) has observed that since the January, 1994, Los Angeles
earthquake, public opinion and attention has focused on disaster
preparation.

The 1994 Washington State Legislative session responded by

greatly reducing the time required to fulfill a highway upgrade plan
already under way.

A statewide Earthquake Awareness Week received
4

much more attention than during its previous ten years of operation.

The

news media has made disaster preparation a matter of public concern of
the first order.

An above average amount of media coverage was obvious,

during the relief period of the Los Angeles quake, aftershocks there of, Mt.
St Helens anniversary, and Earthquake Awareness Week.

Local schools

have had numerous phone inquiries about emergency preparations.

School

boards of directors have had many inquiries concerning their contingency
plans.
The Federal Emergency Management Agency (FEMA) Earthquake Safety
Handbook (1990) for teachers has stated, "Since earthquake shaking is
possible almost everywhere in the United States, earthquake safety should
be practiced by everyone."

School board, administrators, teachers, and

staff members have an inherent responsibility for the safety and
wellbeing of their students.

Parents and families should expect their

school age children to be protected and well cared for during and after an
emergency.
Jack Adams, Superintendent of Schools, Montesano, Washington
School District described what he considered the most striking event in
Western Washington - the May 18, 1980 Mt. St. Helen's eruption. The
Toutle Lake, Washington School District where he served as
Superintendent became the hub of the local relief effort.

As a result of

that disaster, Dr. Adams urged the design of the subject emergency
preparation plan.

The Washington State Seismic Advisory Committee

(1991) has reported that since 1872, there have been ten (10) earthquakes
of a magnitude of 5.0 or greater on the Richter Scale in the state of
5

Washington.

The 1949 Olympia earthquake and the 1965 Seattle-Tacoma

earthquake both caused significant damage to schools throughout Western
Washington.

As a result of the 1974 Alaskan earthquake, the entire

northwestern coastline as well as the Puget Sound area were in jeopardy
due to the resulting tsunami.

Committee members concluded

that school

districts must anticipate, and therefore plan for, an unexpected,
catastrophic event(s).

Legal Implications and Liability
According to Hind (1993), school district legal liability'i~,, obvious
and seemingly limitless.

Federal and state laws clearly place

responsibilities on local boards and administrators for students' safety
and wellbeing.

To this end, local school officials must make plans to

handle emergencies, and safety hazards must be eliminated prior to an
emergency.
As cited in R.C.W. § 28A.305.130(11) Powers and Duties,

Common

School Manual, State of Washington (1993):
By the rule or regulation promulgated upon the advice of the
director of community development, through the director of
fire protection, provide for instruction of pupils in the public
and private schools carrying out a K through 12 program, or any
part thereof, so that in case of sudden emergency they shall be
able to leave their particular school building in the shortest
possible time or take such other steps as the particular
emergency demands, and without confusion or panic; such rules
and regulations shall be published and distributed to certified
personnel throughout the state whose duties shall include a
familiarization therewith as well as the means of
implementation thereof at their particular school.
6

The entire section of (WAC) 180-41 regarding Pupil Safety:

W.A.C.

Section of the Washington Administration Code (WAC), regarding
180-41-015 Pupil Safety, has further emphasized the need for emergency
preparedness as follows.
It shall be the responsibility of school district boards of
directors and governing bodies of private schools,
respectively, (1) to provide for the instruction of pupils and
develop specific plans and procedures for their school
consistent with the rules and regulations hereinafter on WAC
180-41-020 through 180-41-040 set forth and in accordance
with guidelines to be provided by the superintendent of public
instruction and (2) to ensure compliance with the plans and
procedures so established. It is recognized that procedures for
the sudden evacuation of a school building may vary according
to the situation, circumstances and/or conditions existing on a
particular school or school system.
Additional federal statutes especially Public Law 95-124, as
amended, known as the Earthquake Hazards Reduction Act of 1977, have
echoed the need for school district emergency preparation plans.

Information Obtained from Selected School
District Emergency Plans,
Model Emergency Preparation Plans and related materials were
obtained from twenty-one selected schools, school districts, institutions
of higher education, and government agencies including:

7

Clakamas County Schools
Clakamas, Oregon
Clover Park School District
Tacoma, Washington
Franklin Pierce School District
Tacoma, Washington
Fort Stevens Elementary
Yelm, Washington
Hoquiam Schools
Hoquiam, Washington
North Kitsap County School District
Palsbo, Washington
Ocosta School District
Ocosta, Washington
Parkway Elementary
Tacoma, Washington
South Kitsap School District
Port Orchard, Washington
Tacoma School District
Tacoma, Washington
Toutle Lake School District
Toutle Lake, Washington
Washington School
Hoquiam, Washington

8

Additionally, the following agencies/institutes also contributed
information and/or manuals:
American Red Cross
Washington, D.C.
Central Washington University
Ellensburg, Washington
Edgewood Manor Emergency Plan
Montesano, Washington
Educational Service District 112
Yakima, Washington
Emergency Preparedness in Schools
Winnipeg, Manitoba
Federal Emergency Management Agency
Washington, D.C.
Grays Harbor Earthquake Plan
Montesano, Washington
Seismic Safety Advisory Committee
Olympia, Washington
South Dakota School Administration
Pierre, South Dakota
South Seattle Community College District
Seattle, Washington

9

An analysis of information obtained from these sources revealed
many commonalities:
1. Outdated: Eleven school plans developed before 1975 were
outdated and left the district ill-prepared.
2. Reyjsed:

Five school plans were recently revised and reflected

recent catastrophic events.
3. Command Structure: Nine plans had a weak command structure.
4. Procedures Ust: Seven plans detailed procedures that were
inadequate under any conditions.
5. Agency Updates:

Publications from government agencies appeared

reactive, rather than pro-active, with regard to catastrophic
events.
6. Supplies:

Twelve plans did not provide satisfactory storage of

essential supplies for emergencies.
7. Storage Structure: Two of plans the suggested it was best to
store emergency supplies in a separate structure, away from any
other buildings.
8. Team Method: Three school plans utilized emergency teams
to handle, e.g., communications, sanitation, first aid, food, etc.

10

What Should School Administrators Should

(

Know About School Emergency Plans
According to Agron (1994), the role of the school building
administrator should be first and foremost to set an example.

"As the

attitude and approach of this leader goes, so will the entire population."
The building administrator must be knowledgeable in all aspects of the
building's emergency plan.
be second nature.

Details like utility main shut-off values must

However, delegation of the responsibilities must be

detailed in the building plan.

The building administrator does not carry

out the various details of the plan, but insures that those who do have
individual assignments fulfill them, or guarantees that someone else fills
the need.
Agron has further described the building administrator's role as that
of a decision maker.

This is where command structure comes into play.

The emergency preparation plan relies on the abilities and experience of
people placed in leadership roles.

The administrator's knowledge of the

overall situation, coupled with available resources, should assure a sound
decision when needed.

In the end, responsibility and liability remain with

the on-site administrator.
The leadership style building administrators use on a daily basis
may be in need of a change in an emergency situation.

Administrators

should recognize the difference between leadership used in daily
circumstances as opposed to leadership used in an emergency. The
important point here is that the leader must exercise good judgment in

11
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continuing positive working relationships.

Some decisions require a

quick, sure response in a crisis, and yet still maintain a rapport with the
staff during and after the emergency (Hind, 1994).
The district administrator has the responsibility for all of the
district's sites, equipment, and its entire population.

In addition to the

building administrator's responsibilities, the district leaders must all try
to utilize district-wide assets of all types, wherever they might best
serve the disaster relief effort.

Such decisions may be difficult to make

in face of multiple requests greater than the supply that is at hand,
according to Hall (1993).

Under the leadership of the district

administrators, the district staff compiles the site requests, and
coordinates out-of-district resources as they become available.
Leadership and its various styles can have an influence on the outcome of
these emergency situations.

Although the district administrator's place

is in the office (or command post), the staff and students would be
reassured seeing the person in overall charge going about business at their
site as if everything were in control and natural.

12
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Summary
The research and literature summarized in Chapter 2 supported the
following themes:
1.

Although Emergency Preparation Guides are influenced by current
events,

recent legislation, public opinion, and the media, the

Montesano, Washington, School District Emergency Preparation
Guide was based on related literature, research and examples
gathered as a result of this study.
2.

With large numbers of children in our school buildings,
disaster preparation requires our attention.

3.

The law requires school emergency preparation plans.

4.

Effective school emergency preparation plans are characterized
by:

A command structure; everyday procedures; storage of

emergency supplies; and teamwork.
5.

Building site and district administrators have great
influence on the outcome of the relief effort.

A change in

leadership style may be required, given the situation.

l
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CHAPTER3

Procedures of the Study
The purpose of this study was to develop a guide by which Western
Washington school districts might prepare themselves to handle an
emergency.

To accomplish this purpose a review of current literature and

research regarding emergency preparations was conducted.

Additionally,

emergency preparation guides and materials were obtained from selected
schools, school districts, institutions of higher education, and government
agencies. The guide was intended for use by the Montesano, Washington,
School District.
Chapter 3 contains background information detailing:
1 . Need for the study
2.

Development of support for the study

3.

Planned implementation of the project

~4:'

Project field testing

Need for the Study
The need for this project was influenced by the following
considerations:
1.

The Montesano School District, with a student population of one
thousand seven hundred and ten (1710) has been without an
Emergency Preparation Guide since its inception.

2. Research conducted concerning the need for an Emergency
Preparation Guide has emphasized the critical need for such
plans to avoid potential catastrophic loss of life.

14
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3.

The Superintendent of the Montesano School District, Dr. Jack
Adams, was Superintendent in the Toutle Lake, Washington
School District when the Mt. St Helens valcano eruption occured
on 18 May, 1980, and was therefore aware of the need and legal
requirements essential for managing a catastrophic event.

4.

Dr. Adams invited the writer (Bryon F. Overton) to under-take this
project on behalf of the Montesano School District.

5.

Undertaking this project also coincided with the writers'
graduate studies in Educational Administration at Central
Washington University.

Development of Support
for the Study
Through a series of events dating back to 1991, the writer became
aware that the Montesano School District had no contingency plans to
handle emergencies.

Discussion with the Montesano High School principal,

Mr. Ron Bennett, and vice principal, Mr. Steve Bridge, revealed that the
district had no plans to overcome this shortcoming.
encouraged the writer to consider such a project.

Both administrations

In 1992, the writer

began to discuss the project with his graduate advisor, Dr. Jack
McPherson, and was enthusiastically encouraged to undertake the project,
as part of his graduate program of studies.

Further discussion with other

Grays Harbor school administrators revealed a need in other districts to
have such a guide.

Inquiries revealed that many districts had little or no

emergency procedure plans in place. Throughout these many
15
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conversations, the writer received encouragement to complete such a
project.

In 1993 the Montesano School District obtained the services of a

new superintendent, Dr. Jack Adams, who directed the writer to take on
the project on behalf of the Montesano, Washington School District.
local authorities and agencies also encouraging the project.

Other

It was

learned that the American Red Cross had designated Montesano High School
as a Disaster Relief Site, yet no actual plans or supplies were in place.
Other local jurisdictions wanted to use school facilities for various
emergency contingencies but had never actually developed necessary
plans.

For example, Mr. Don Bradshaw, Montesano fire chief, wanted to use

school buildings as temporary housing for major relief efforts.

Mr. Bill

Brookshire, Montesano police chief, had plans to use the school as a
command post but had never discussed this with school officials.

The

Washington State National Guard (U.S. Army Reserve) also wished to use
school site(s) in the event of general relief efforts but, had never put into
place and discussed such plans with school officials.

The Grays Harbor

County Emergency Services Director, Mrs. Darlena Wilson, wanted to
coordinate all of their agencies' efforts with those of the Montesano,
Washington School District but plans were never put into writing.

Through

dialogue with the community, agencies, and officials plans were
developed.

The Montesano, Washington School District Emergency

Preparation Guide was developed, was field tested and has been planned
for implementation during the 1994-1995 school year.

16
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Planned Implementation
of the Project
The Emergency Preparation Guide presented in Chapter 4 will be
presented to the Montesano School District Board of Directors for adoption
and implementation during the 1994-1995 school year.

The guide will be

subjected to periodic review and revision as new, more recent
developments become available.
As indicated in the following chapter, the Emergency Preparation
Guide developed for use in the Montesano School District to assist
administrators in carrying out disaster relief, in accordance with state
law, has been organized in five sections, including:
Section

1. Command Structure

Section

2. Job Description and Responsibilities

Section

3.

Section

4. Contingency Plans

Section

5. Support Sources

Incident Procedures

Project field Testing
A field test of the project was conducted at Montesano High School
at 9:56 AM (See Appendix A) on 13 April, 1994. The entire student body of
71 0 students and staff participated.

The test was coordinated with the

statewide "Drop, Cover, and Hold" Drill announced by Governor Lowry as
part of an Earthquake Awareness Week state program.

17

The test was

viewed positively by students, staff, and administration.

The principal,

Mr. Ron Bennett, was so enthusiastic, that during the critique following
the field test, he requested that the writer coordinate a second drill on 2
June, 1994.
The following Montesano/Grays Harbor and civic/government
agencies participated in the field test:
Grays Harbor County Emergency Management Services
Montesano, Washington
Grays Harbor County Fire District
Montesano, Washington
Grays Harbor Sheriff's Department
Montesano, Washington
Grays Harbor Emergency Council
Montesano, Washington
Grays Harbor Search and Rescue
Montesano, Washington
Montesano Fire Department
Montesano, Washington
Montesano Police Department
Montesano, Washington
Montesano Street Department
Montesano, Washington
Washington State National Guard
Montesano, Washington
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Chapter 4

The project
The Emergency Preparation Guide (E.P.G.), which was the subject of
this project, has been presented in Chapter 4, to coincide with the five (5)
sections of the guide, which include
Section 1.

Command Structure
-Flow Chart: Incident Commander
-Flow Chart: Site Commander

Section 2.

Job Descriptions and Responsibilities
-Incident Commander
-Site Commander
-Communications
-Search and Rescue Teams
-Medical Treatment Teams
-Teachers
Incident Procedures
-Fire Drill
-Building Evacuation
-Intruder
-Gas Leak
Contingency Plans
-Sanitation
-Out of District Housing

Section 3.

Section 4.

Section 5.

Support Sources
-In District Support
-Out of District Support
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INTRODUCTION

The Montesano, Washington, School District Emergency Preparation
Guide, an accumulation of selected ideas related to the management of an
emergency or disaster situation on school campuses, presented on the
following pages, represent a compilation of many school plans.

These

guidelines have been tested and rewritten many times, and represent the
efforts of a great many people.

This information is offered with the hope

and expectation that you will personalize or tailor it to fit the specific
needs of your school site.
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TABLE OF CONTENTS
Command Structure ................................. .
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INCIDENT COMMANDER
District Superintendant/Designee
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SITE COMNiANDER

IC011J\1UNICATIONS

1

: PUBLIC INFO OFFICE!

OPERATIONS

• Phones

• Personnel

• CB Radio

• Equipment

ILIAS ON & FINANCE I
• Public Service
Requests

• Runners

• Structures

• Inter-Agency
Coordination

• Logs of
Communication

• Coordination
in District

• Purchasing or
Procurement

• Ham Radio

• Logs

• Claims

• Transportation

• Logs

AM/FM

• Maintenance/
Grounds
• Food Service
• Medical
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SITE COMMANDER
Principal/Vice Principal/Designee

I COMMUNICATIONS I I OPERATIONS I
• On Site
• CB Radios
• Phones
• Runners
• Logs
• Off Site
• CB Radio(s)
--Second Freq.
• Phones
• Runners
• Logs
• Ham Radio
AM/FM

• Search Team
Leader
• Team#l
• Team#2
• Medical Team
Leader
• Triage Station
• Team#l
•Team#2
• Attendance
• Reunification
•Sanitation
•Morgue
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I LOGISTICS I
• Shelter
• Food Services
• Supplies
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JOB DESCRIPTION: INCIDENT COMMANDER
Job Responsibilities:
Acknowledge this position's ultimate responsibility for
site disaster preparedness.
Be familiar with all aspects of site disaster plan.
Determine "safe" assembly area location.
Determine appropriate remote location for sanitary are:
Evacuation Centers:
# 3 Remote area of athletic field(s)
Address potential need for evacuation of site
population to alternate site(s):
# 2 To be determined by situation:

i.e.

gym(s), field(s), etc.

Review, in September, disaster preparedness procedures
and non-structural hazard mitigation with all staff.
Review "Drop, Cover, & Hold" procedures. Staff to lead by
example.
Survey staff for preference of assignments (medical,
search & rescue, field supervision).
Select back-up Incident commander (in case of principal's
absence) and orient to position's responsibilities.
Create buddy teacher list.
Schedule date(s) for skills training of new employees and
training update for returning staff.
Include disaster procedures with packet for all
substitutes on site.
P-8

Meet with site safety representative, PT A safety
chairman, and custodian to ensure:
*Annual bulk water exchange.
*Accurate inventory of supplies for storage and classroom
buckets/backpacks.
*Missing supplies are replaced and batteries exchanged.
*Parent information on preparedness at home/school sent
home each September and with new students.
**That disaster cards are moved appropriately as class
exchanges are made.
Utilize full site committee consisting of, but not limited
to: principal, site safety rep, PTA safety committee,
minimum 2 teachers, and custodian to :
*Plan emergency/disaster drills, minimum 2 each school
year.
*Plan drill critiques (verbal and written).
Contact district maintenance and operations director to
learn date of district-wide drill and report site drill
dates.
Train staff members for your command position to ensure
school site safety and security in your absence.
Train staff members for position of Public Information
Officer (PIO).
**=elementary only
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JOB DESCRIPTION: SITE COMMANDER
Job Responsibilities:
Remain calm.
Lead by example; your behavior sets tone for staff and
students.
Verify that assembly area is still safe.
Direct opening of disaster container and Emergency
operations Center Getup.
Obtain your presonal safety equipment; hard hat, vest,
clipboard (with job description sheet).
The principal is solely responsible for emergency/disaster
operations and shall remain at the command post to
observe and direct all operations.
Appoint a backup.
Activate the appropriate site emergency/disaster plan
including site "lockdown".
Provide for immediate set up of supplies at "Request" gate.
Using "Incident Assignments" form, make and record
assignments as staff and volunteers become available.
Set up sanitation area as soon as manpower allows
(remote from assembly area).
Locations:

To be determined based on the situation.
Assess total school situation:

*View site map periodically for Search and Rescue
progress and damage assessment information.
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*Check with team leaders for periodic updates.
*Reassign personnel as needed.
*Approve all information before release by PIO to parents
or general public.
Monitor local emergency radio station for local news.
Consider options for site relocation if need arises.
Begin student release when appropriate.
NOTE: No student should be released until student
accounting is complete.
Never send students home before the end of the regular
school day unless directed by the superintendent of
schools.
Utilize your back-up; plan and take regular breaks, 5-10
minutes/hr., relocate away from the EOG.
Plan regular breaks for all staff and volunteers.
of your caregivers!

Take care

During a disaster, teachers become "disaster workers",
release teachers as appropriate per district guidelines.
Remain on and in charge of your school site until
redirected or released by the superintendent of schools.
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JOB DESCRIPTION: COMMUNICATIONS/DOCUMENTATION WORKERS
Personnel Assigned:
Secretary (ies), Clerk(s), Staff as assigned
Responsibilities:
Include keeping of records, site map, district and site radio
communications.
Job
Description:

Recordkeeper
Job Responsibilities:
*Maintain time log of all actions/reports.**
*Record content of all radio communications with district
Emergency Operations Center (EOC).
*Record verbal communications for basic content.
*Log in all written reports.
*File all reports for reference (file box).
IMPORTANT:
A permanent log may be typed or rewritten at later time for
clarity and better understanding.
Keep all original notes and records - they are legal
documents.

Job
Description:

Staff and Students Accounting
Job Responsibilities:
*Receive accounting forms.
*Check off staff roster.
P-12

*Report missing persons and site damage to site recorder.

(

*Report first aid needs to medical team leader.
*File forms for reference.
Compile list of students "in first aid" for student request
gate (using Medical Treatment Victim Log periodically
received from medical treatment area) and update this list
regularly.
**Sample Log
Job
Description:

Site Recorder
Job Responsibilities:
*Mark site map appropriately as related reports are
received. Includes, but not limited to, Search and Rescue
reports and damage updates; gives concise pictures of site.
*Preserve map as legal document until photographed.

Job
Description:

Communications (radios or runners}
Job Responsibilities:
*Advise Search and Rescue team leader of injuries, hazards,
etc., brfore teams leave for search.
*Communicate with all Search and Rescue teams via site
radios.
*Keep verbiage simple***
*Communicate with district EOG per district policy.
*Other radio communications are required.
*Monitor local emergency radio station (AM/FM).
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Equipment and Supplies:
Command table and chairs
Command tote tray (paper, pens, supplies).
Recordkeeping clipboard with paper.
Job description clipboards
AM/FM Radio
District Radio
File box(es)

***REMEMBER: If you are not acknowledged, you have not been heard.
Repeat your transmission, aware of other simultaneous
transmissions.
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JOB DESCRIPTION: SEARCH AND RESCUE TEAMS
Personnel:

Staff made available by buddy system/Volunteers
Teams be assigned by Search and Rescue team leader,
minimum of 2 persons per team.

Job
Responsibilities:
Follow all operational and safety procedures.
Obtain all necessary safety equipment.
Use clipboard with pre-drawn area to be searched.
*Note fire extinguisher locations on map.
Check with Search and Rescue Team Leader for known
injuries, hazards, specific information before leaving EOC.
Size up assigned area.

Does it look like a building?

Survey all four sides and top.
Before entering room, put single slash (/) in wall adjacent
to doorknob side of door.
Search visually and vocally.

Listen!

Follow Rule of Rights.

Exit room, complete search marking (X) on wall.
Report findings to EOC via radio or runner after searching
each room.
Keep radio communications brief.
codes.

Simple English - no

Report damage and/or request rescue/medical equipment
and personnel as needed.
Note damage and triage tally on map:
l=lmmediate D=Delayed DEAD=Dead
P-15

Equipment/Supplies:
Safety equipment
Master keys on neck lanyard
Job description clipboards with map of search area
Site 2-way radio
First aid supply backpack
Search and Rescue bucket with:
Flashlight (2)
Pencils
Steno Pad
Railroad crayons (large check)
Goggles (2)
Masking Tape (2-inch)
18 inch prybar(2)
Dust masks
Safety vests
Permanent "Sharpie" marker
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JOB DESCRIPTION: MEDICAL TREATMENT TEAMS
Personnel:

Staff as assigned

Job
Respo nsibi Iities:
* Determine appropriate area for medical treatment.
* Consider: *Separation from assembly area and student
"Request/Release gates.

*Accessibility for Search and Rescue.
*Safe distance from buildings.
Location:
Medical team leader assigns personnel duties per form.
*Obtain equipment/supplies from the container.
*Be familiar with available inventory.
*All personnel wear orange safety vests.
*Quickly review procedures/assignments with personnel.
*Establish point of entry into treatment area.
*Prepare to receive victims.
Triage Entry Area
*Staffed with minimum of 2 trained team members.
* One member confirms triage tag category (red, yellow,
green) and directs to proper treatment area. Should take
30 seconds to assess - no treatment takes place here.
Victims not tagged will be considered "delayed" and sent
to appreciate treatment are.
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*Second team member logs victim on form and sends to
EOG as completed.
Treatment Areas ("Immediate" and "Delayed")
*Staffed with minimum of 2 trained team members per
area.
*One member completes secondary head-to-toe
assessment.
*Second member records information on triage tag and onsite treatment records.
*Administer appropriate first aid. Keep accurate records
of care given!
*Continue to assess victims at regular intervals and
document care given.
*Establish scope of disaster with IC to determine
probability of outside medical support and transport
needs.
*If and when transport available, do final assessment and
document on triage tag in red (if possible). Keep and file
records for reference - do not send with victim.
*Student's disaster card (providing permission for
treatment) must accompany student removed from site to
receive advanced medical attention.
*Designate morgue area.
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Equipment and Supplies:
*Clipboards marked "Medical" with appropriate paperwork
and forms
*Training manuals, medical supplies
*Marking pens

Medical supply tote trays

*Red pens

Safety vests, groundcover
tarps

*Tables and chairs

Quick reference
medical guides

First aid supply backpack
Search and Rescue bucket with:
Flashlights (2)
Pencils
Steno Pad
Railroad crayons (large check)
Goggles (2)
Masking Tape (2-inch)
Gloves (2)
Dust masks
18 inch prybar
Permanent "Sharpie" marker (2)
Safety vests
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JOB DESCRIPTION: TEACHER RESPONSIBILITY
Personnel:
All teachers
Note: The staff needs to speak with one voice.
information to parents or the general public.

Only the PIO will release

Job
Responsibilities:
Evacuation:
*Remain calm
*Supervise and reassure students/staff.
* Assess injured students (use bucket supplies).
*Take emergency bucket/backpack.

C

*Evacuate to emergency assembly area:
*Using safest route
*Quickly and quietly
* Alert for blocked exits, other hazards.
*Aware of other classes not exiting (check buddy
teacher).
*Door to remain close but unlocked for Search and Rescue
access.
Assembly area:
*Instruct students to sit on grass
*Take attendance
*Complete "Student Accounting Form"
*Note and report immediate first aid needs to remaining
buddy teacher.
*One buddy teacher take two accounting forms to
attendance table, then report to manpower assembly area
nearEOC.
*Remain quiet and attentive awaiting assignment.
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Remaining Buddy Teacher:
*Supervise and reassure students.
** Attach disaster cards to students.
*administer first aid as necessary. Keep one copy with
child for parent; retain one copy for records.
*Be alert for latent signs of injury/shock in all students.
*Disaster cards will accompany students sent to medical
treatment area.
*Prepare for student release.
Please note:
*Sanitation area will be set up as soon as manpower allows.
* Allocation of food/water supplies to be handled by EOC.
Student Release:
*Student runners will call for student in assembly area.
**Remove emergency card from child; store in bucket.
*Send any first aid forms with child.
*Child will accompany runner to release area.
*If parent demands child, breaking release procedure, make
appropriate notations on card/notepad and store in bucket.
Avoid confrontations
Equipment/Supplies:
Emergency bucket/backpack (should include your roster and
buddy roster)

**=elementary school policy
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JOB DESCRIPTION: TRANSPORTATION LEADER
Job
Responsibilities:

Location:

This position is responsible for the orderly
transportation of patients from incident site to the
treatment area and then to the hospitals.
*Determine vehicle access routes.
*Find and assign personnel transport patients.
*Relay patient destinations to the crews.
The patient loading area should be adjacent to the
treatment area if possible, and one exit established
between the treatment area and loading area. If
possible, vehicle access should be set up so they do
not have to back up. All drivers should stay with their
rigs. If they have to leave, they must leave the doors
unlocked and keys in the ignition.
No ambulance should leave the scene with less than
two patients on board. A good rule of thumb is one
immediate patient and one delayed.
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JOB DESCRIPTION: MORGUE LEADER (appointed only as needed)
Job
Responsibilities:

Provides facilities, supplies, and documentation for an
emergency morgue.
Law enforcement has the lead role in management and
disposition of fatalities and their belongings.
Fire service can be expected to participate in handling
bodies and securing an area to hold them.
*No body should be moved in the triage area unless it
blocks access to viable patients. If bodies must be
moved, designate a Morgue area and coordinate with
Medical Group. A bodies location should be marked if
it is moved from it's original position.
*Package the dead as if they were still alive. This is
for the benefits of the family and other rescuers.
*Be sensitive about who is chosen to move remains.
Do not use anyone who seems upset about the incident,
or expresses resistance to help. This may cause long
lasting psychological problems for the individual.
*Management of the deceased must be handled with
care and dignity.
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FIRE DRILL INFORMATION
Montesano Junior Senior High School
1.

The FIRE ALARM is a loud intermediate whistle with flashing
warning signs that are located in each hallway and stair case.

2.

Upon hearing the ALARM, the automatic doors will close to stop the
spread of smoke or flames.

3.

Teacher responsibility when the alarm is sounding.
a.
First go to the door to determine if the hallway is free of fire.
b.
Indicate the pathway to be followed by the group.
c.
Close all windows and doors.
d.
If the area is clear, the room is evacuated. The teacher should
advise the students which exit door is to be used.

4.

Descending the stairs. The handrail should be used. Keep to the
right side of the hall and stairway.

5.

Move quickly, but do not run.

6.

Exit:
Exit South door--303,307,309,306,310,314,407,409,413
Staff (Bergholz, Trimble)
408,410,412
Students will go out door down sidewalk to Faculty parking lot.
Library----Exit emergency door.
Exit Main door------207,209,205,401,403,405,402,404,406
Staff (Winters, Glandon)
Students--will go out door, over across Church Street and into
parking lot. (Librarian or Library Aid will stop traffic and direct
students)
Exit North Door------101, 102,105,104,201,203,204,206
Staff (Pocklington, Lawrence, Winbeckler)
Students--will go out door, down sidewalk, down past J.H. Gym.
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Exit South West Door------Band, Art, Chorus, Home Ee.
Staff (Nelson, Parson)
Exit North West Door------Metal Shop, Wood Shop
Staff (Records, Sadler)
Students will go into faculty parking lot.

(

Junior High Gym-Will exit out the building and go down the sidewalk.
High School Gym--Will exit out of locker room and go to football
field or out of gym doors to field.
Unless otherwise assigned (teachers assigned to Handicapped
student) each teacher is to ACCOMPANY the students out of the
building. Special assigned teacher will make sure all areas are clear
of students.
7.

Safety Areas:
a.
People moving across the street should not block Fire Dept.
personnel coming to school up Church Street.
b.
Students are to follow the direction of the teacher assigned to
each exit location.
c.
Fire hydrants are located in the Island in front of school and
between J.H. wing and J.H. Gym.

WHEN THE FIRE ALARM SOUNDS EVERYONE IS TO EVACUATE THE BUILDING.
STUDENTS ARE NOT TO RETURN TO THE BUILDING UNTIL THE ALL-CLEAR
ANNOUNCEMENT IS MADE.

P-26

MONTESANO SCHOOL DISTRICT EMERGENCY PLAN
INTRUDER PROCEDURE

**The most important thing to remember is the safety of
students and staff. Your attitude and degree of self
control will be an important factor.
1) Remain calm, but make a decision if this procedure
should be instituted immediately.
2) If time allows pass information on to the main school
office and/or the principal to make the decision to begin
this procedure.
3) Announce over the PA system the pre-arranged, coded
message, "The bus will leave at 13 o'clock".
4) Classroom teachers should remain calm and in control
of themselves and their students. Lock the classroom
door(s) as soon as possible as it is safely possible. Place
all students out of view from windows and windows in
doors as much as possible. When you can, put the students
against the most solid wall available.
5) Main office personnel will notify local law enforcement
authorities as quickly as they possibly can. School
personnel should concentrate on student safety and let law
enforcement handle the intruder.
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EMERGENCYPROCEDUREFORGASLEAKS
Note: There are several natural gas appliances in the building. All appliances have
safety pilot valves that will shut off the natural gas supply in the event of the pilot
flame going out. Shops and Science labs have gas. There may be a slight odor in the
area of these appliances when they ignite. This odor should dissipate rapidly.
Report any persistent natural gas odor.
EMEA3ENCY PFO::EDURE
1 ) Open outside windows and doors in area to ventilate as
much as possible.
IF THE GAS SMELL IS PERSISTENT AND INTENSE EVACUATE THE
BUILDING IMMEDIATELY AND PLACE STUDENTS AS FAR FROM THE
BUILDING AS POSSIBLE.
2) Contact Montesano Fire Department on the business line,
249-4851. State the nature of the problem and that we
will contact Cascade Natural Gas.
3) Contact Cascade Natural Gas

532-2540
1-800-552-0615
State that we have a gas leak, give the location of the leak
and the name and address of the facility:
Beacon Elementary
Montesano High School
1717 Beacon Ave.
303 N. Church St.
Montesano, WA
Montesano, WA
Simpson Elementary
519 W. Simpson
Montesano, WA

4) Shut down all electrical power.
Note: When power is shut off the telephone system will
not work - use the emergency telephone in the office.
5) DO NOT ALLOW ANY OPEN FLAMES OR SMOKING IN THE AREA
OF THE BUILDING WHERE THE LEAK HAS BEEN DETECTED.
6) Main gas shutoff is located on the gas meter at rear of
building. Gas can be totally shut off by this valve.
Maintenance can shut this off.
7) Contact the district office.
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SITE COMMAND POST
Personnel:

Principal
Secretary (ies)
Clerk(s)
Manpower pools:
Lap teacher(s)
Counselor(s)
Aides

Maintenance Personnel
Ham Radio Operator
Cafeteria Workers

Community Disaster Volunteers
Parent Volunteers
Responsibilities:
Institute Incident Command System (ICS).
Assess type and scope of emergency.
Determine threat to human life and structures.
Determine need for site evacuation and take appropriate
action.
Open storage and set up EOC.
*Consider accessibility to storage.
*Maintain adequate separation from medical treatment
area and student "request/release.
Location:
Set up and coordinate personnel assignments for:
*Accounting of staff and students.
*Map and Radio
*Site security
*Documentation
*Medical team leader
*Search and rescue team leader
*Other considerations:
*Student release
*Toilet facilities
*Drinking water distrubution and conservation
*Morgue
*Fill in incident assignemt forms
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Equipment/Supplies:
Command table and chairs
Master keys
Staff roster
Student accounting forms
Emergency/disaster plan
Duplicate roster (2 sets)
Bullhorn
Clipboard with Medical Treatment Victim Log
Job description clipboards
Command post tote tray
(pens, markers, tape, etc.)
School district CB radio (Base station)
Site 2-way CB radios
AM/FM radio (battery)
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INCIDENT ASSIGNMENTS
Date
Incident Commander
Back up/Relief
Map/Radio

Record Keeper
Student Accounting
Search and Rescue Team Leader
Medical Team Leader
Secu rity/Uti I ities

Student Release

Psychological
Sanitation
Food/Water Distribution
Public Information
Morgue

Note: Above incident assignments are to be pre-assigned! This sheet is
designed to be utilized by the IC at the time of the incident and to make
any changes as necessary.
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SAMPLE LOO

(

Date
IMPORTANT: A permanent log may be typed or rewritten at a later time for clarity
and better understanding. Keep all original nates and records. They are important!
9:50 Approximate time of quake
9:55 Custodian opened container
10:00 Set up command post, Becky Harrison in charge
10:00 Becky says Nurse Nightingale is on site
10:00 Student accounting forms coming into EOC
10:00 Teachers are reporting to manpower pool
10:02 Report of Carrie Macintosh trapped in computer lab
10:06 Water running out of boys room by room 3
10:10 Search and Rescue team assigned, team #1 told about Carrie in lab
10:14 Search and Rescue #3 radio batteries dead
10:15 Broken glass and lights in room 10
10:16 Repairman on office roof prior to quake but not seen since
10:17 Aftershock - no injuries reported - students are seated
10:18 All search and rescue teams check in OK
10:19 Room 20 front door jammed
10:20 Sarah Laws and Mary Hans (parent nurses) here to help
10:21 Becky places Sarah in charge of medical
10:22 Request backboard and 4 carriers to cafeteria
10:22 Nancy Powers assigned stress counselor
10:23 Aftershock - Becky Harrison injured
10:24 All Search and Rescue teams check in OK
10:24 Command transferred to Laura Werner
10:25 District EOC on radio - we receive but cannot transmit
10:26 Natural gas leak below bungalow 30
10:27 Custodian sent to check gas leak
10:27 Student release ready - Search and Rescue not finished
10:28 Major damage to cafeteria
10:28 Broken window/lights - room 14
10:29 Burning smell room 23
10:30 Custodian unable to shut off gas by room 30
10:32 Micheal Burns here - sent to help custodian
10:33 Room 32 shaken off foundation
10:35 Police helicopter flies over
10:35 Gas leak stopped
10:35 John Forest climbed fence, took son Jeremy
10:36 Michelle Pauls here - assigned with Nancy Powers
10:38 Medical - reports total 9 minor injuries, 1 broken leg
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SEARCH AND RESCUE TEAMS
Search and Rescue Team Leader: Brad Pocklington
Note:

Number of teams will vary depending on size of site.
NAMES

Search and Rescue Team #1

1. Tim Bates

2. Dave Sadler
3. Troy Mickelson
Search and Rescue Team #2

1.

Brent Whitaker

2. Joe Parsons
3. Dave Brophy
Search and Rescue Team Leader:
* Assign teams based on available manpower; minimum 2 persons.
Attempt to place one experienced on each team.
*Perform visual check of outfitted team leaving EOG; include radio
check. Advise team of known injuries.
*Remain at EOG table
*Be attentive to all Search and Rescue related communications.
*Utilize boxes above to record location on injured students.
*Utilize manpower pool to aid Search and Rescue, i.e., request for
backboard and carryout request for rescue equipment.
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MEDICAL TREATMENT TEAM
Medical Team Leader: Rick Bergholz
Note: List team members' medical credentials and qualifications of
appropriate.
NAMES

Check-in and Recordkeeper

1.

Karyle Perkins

2.
1.

Karyle Perkins

Directs victims to appropiate
treatment area (l&D) and triage
untagged victims

2.

Treatment area personnel

1. Bo Griffith

"Immediate"

2.
3.
4.

"Delayed"

1. Sharon Utheim

2. Debbie Gibson
3.
4.
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STUDENT ACCOUNTING
Room No.

Date

Enrolled per Register

Reported by

Not in school today

Received by

Present now
1.

Students, aides, or classroom volunteers elsewhere (off site, left in
room, other location, etc.)

NAME

2.

LOCATION

PROBLEM

Students in assembly area needed more first aid than you can handle:

NAME

LOCATION

PROBLEM

Additional Comments: (report fire, gas/water leaks, blocked exits,
structural damage, etc.)
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BEACON ELEMENTARY
SEARCH AND RESCUE TEAMS
Team

Leader _ _ _ _ _ _ _ _ _ _ _ _ __

Search and Rescue Team #1

1. Jim Dameron
2. Eileen Moloney

Search and Rescue Team #2

1. Jim Maki
2.

Medical Team #1

Diana Smith

1 . Mary Lewis
2. Mike McKinney

Medical Team #2

1. Linda Anderson
2. Diana Leonard

Search and Rescue Team Leader:
* Assign teams based on available manpower; minimum
2 persons. Attempt to place on experienced person on
each team.
*Perform visual check of outfitted team leaving EOC;
include radio check. Advise teams of known injuries.
*Remain at EOC table.
*Be attentive to all Search and Rescue related
communication.
*Utilize space above to record location on injured
students.
*Utilize manpower pool to aid Search and Rescue, i.e.,
request for backboard and carryout or request for
rescue equipment.
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MONTESANO SCHOOL DISTRICT
EMERGENCY TELEPHONE NUMBERS
EMERGENCY SERVICES
Fire Department

Emergency
Business

DIAL 911
249-4851

Police

Emergency
Business

DIAL 911
249-1031

Ambulance

Emergency
Non Emergency

DIAL 911
249-4851

Emergency Services

Grays Harbor County

249-3232

PERSONNEL
Superintendent
Principals (4)

Maintenance

Jack Adams
Ron Bennett
Terri Zillyett
Bill Denholm
Craig Loucks
Don Reams
Gary Shurr
Cary Shurr

MEDICAL
Physicians

Dr. Macke
Beeper
Home

482-4194
456-9513

Dr. Orchard
Beeper
Home

249-4111
538-5359

Dr. Trygstad
Unlisted Home

482-3711

Joanne Yost ARNP
Dr. Staley
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Please note: Home telephone numbers were redacted due to privacy concerns.

MONTESANO SCHOOL DISTRICT
EMERGENCY TELEPHONE NUMBERS
Hospitals

Grays Harbor Community
Mark Reed
St. Peters
Black Hills

532-8330
482-3244
491-9480
754-5858

Coroner

532-2322

Pharmacy (ies):
Rexall Drug
Elma Pharmacy

249-4831
482-2442

Mental Health:
Evergreen Counseling

532-8629

Outside Services
Fire Alarm: Custom Alarm

1-206-491-6320
1-800-752-2490

Sprinkler System:
Maste Fire Control
State Fire Marshall

1-206-786-3722

1-800-562-6138

Drain Cleaning

532-5975

Transportation
Grays Harbor Transit
After hours: ask for supervisor to be contacted

532-2770
532-2784

Emergency Housing
MONTESANO
St. John's
Methodist
Church of
ELMA
St. John's

482-3790
249-4259
249-3242
482-3790

Catholic Church
Church
God
Catholic Church

Interpreter
Merino Services

1-206-839-1295
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Chapter 5

Summary. Conclusions. and Recommendations
The purpose of this study--;asto· d~~elop a guide by which Western
Washington school districts might prepare themselves to handle an
emergency.

To accomplish this purpose a review of current literature and

research regarding emergency preparations was conducted.

Additionally.

emergency preparation guides and materials were obtained from selected
schools, school districts. institutions of higher education. and government
agencies.

The guide was intended for use by the Montesano, Washington.

School District.

Conclusions
Conclusions reached as a result of this project study were:
1.

Many school districts are ill prepared for a disaster.

2.

Preparation for an emergency will save lives, and property.
assure that the school district is in legal compliance and make
it possible for the school district to more quickly resume
normal operations.

3.

The Emergency Preparation Guide developed as a result of this
study will serve as a valuable resource for Montesano School
District staff and administrators.
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Recommendations
As a result of this project, the following recommendations have
been suggested:
1. School districts need to have a well developed emergency
preparation plan in place, ready for immediate evacuation.
2.

The use of this guide may help other school districts reduce
the effects of an emergency and bring that district into legal
compliance.

3.

The Emergency Preparation Guide produced as a result of this
project may be used as a model by other school districts.

4.

Ongoing research and revision is necessary to ensure a high
degree of successful preparation to manage emergency
situations that can occur at any time.
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APPENDIX A
Newspaper Article Covering
Earthquake Drill - 13 April, 1994
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